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Guide to creating and inviting to meetings in video meeting rooms

The regional video meeting room (Cisco Meeting server) can be used forcross-sector
video meetings. All the employees of the Region can create and invite to meetings,
while everybody else can take partin them. You have the possibility to meet with one
or several participants in your video room.

Disclaimer

The Erasmus+ Programme’s support for the production of this publication does not constitute an endorsement of
the contents, which reflect the views only of the authors, and the Erasmus+ Programme cannot be held
responsible for any use which may be made of the information contained therein.

e  © European Union, [2020]
e Reproduction is authorised provided the source is acknowledged.

Statement of originality
This document contains original unpublished work except where clearly indicated otherwise. Acknowledgement of previously published material
and of the work of others has been made through appropriate citation, quotation or both.
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Video room on your PC
1. Login

1.1 Open Google Chrome
It is also possible to access the Cisco Meeting via Safari or Firefox.

1.1.1 Installing Google Chrome
If you don’t have Google Chrome installed on your PC:

sssssss
stA\A:L\
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- Open Software Central Shop (icon on the S

computer desktop) P
- Search after Chrome
- Click on “Install” and “Place order”
- Await Google Chrome installation on your PC.

1.2 Go to your video meeting room on https://meet.rsyd.dk

- In the address bar write https://meet.rsyd.dk

W Cisco Meeting App X +

- C & htips://meet.rsyd.dk/?lang=en-US

You will see the screen below.

M

Cisco Meeting App
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1.3 Login
- Click on’Sign in’
- You log in with your AD, followed by @rsyd.dk, for instancekub8gy@rsyd.dk
- Your AD is the username and password you use, when you log in a
computer
- Click on’Sign in’ again

M

Cisco Meeting App

kub8gy@rsyd.dk

2. Your personal video meeting room — invite others to the video meeting
After you log in, you arrive to your personal video meeting room, where you
can create other video meeting rooms and invite relevant participants.


mailto:kub8gy@rsyd.dk
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2.1 Set up a code to your meeting

You can set up a code to your meeting.
- In the left panel, click on the meeting, to which you want to set a code.

G > ¢ OISR

Q Anna Antonsen

° Anna Antonsen mgde]

- Click on the pen.

& - C @ httpsy//meetrsyd.dk/?lang=en-US

o @ AmeAmonsen macf )
anns.antonsen.mde@meet.rsyd.dp

Edit Anna Antonsen mg@de
- Type a numerical code in the "Passcode’

. [ Leave space 7 Delete space
field
H 7 7
- Click on’Save
Space name Anna Antonsen made
Guest access ¥ Allow non-members to join this space

Passcode wee| (O]
Agd 8 numeric passcode to restrict access

Video address
Customize the video addrass
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2.2 Invite the municipality to your meeting via the digitalhealthcare

platform
L

- Click on ’Copy invitation’ in the top right corner

Paste the copied text in the digital healthcare platform along with the phone
number of the meeting organizer.

2.3 Invite relatives/others to your meeting

(A\; Rl
"/
| - O

- Click on’Send email’

- The invitation will open automatically in Outlook, and there you can invite
other relevant participants by adding recipients in the address line.

- Before you send the e-mail, make sure to erase the ”sip:” prefix (see the next
page). If “sip:” is not erased, the participants would not be able to call into the
meeting.
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BEHI™ e oz Meeting initation - Meddelelse (HTML) ~
il \ Meadeleiir Indsant v it ibien ay Formater teknt Genpamie Mynamitemplate
= \ - & b et .
oy L & % S e " ggl @s g i ’T V- Optoigning
o = .
= =) &) ! Haj priarnet
Sena St s F A U LA A = = = F iF  Adressekartotek Kantroller Yedheft Vednedt Signatur
Diantalt ng v f i nane 8 element> v § Lwpnantet
S2nd Digitak Udispsholder . sundisogende tekrt e o Merte
Tl |
(=Y e
Senad
Emne: | Meeting invitation

Du er inviteret til Anna Antonsen mede

Anvender du Google Chrome eller Firefox, kan du kilkke pé dette link:
https://meet.rsyd.dk/invited.sf?secret=U0D1Coxd1YI1BabGW2ToRqwi|d=305057638 (Bemzerk: Linket virker Ikke ved anwendelse af Internet
Explorer eller Edge)

r du &t Video system, Jabber, Lync efler Skype for Business, kan denne adresse anvendes:
< sip:a ntonsenmde@meet.rsyd. dk

Praker du at ringe op til mpdet (kun tale — og dermed ingen video):
Telefonnummer: +4576631414 | Indtast madeidentifikation 305057638 efterfulgt af #

Anvender du Cisco Meeting APP, kan du klikke pa dette link;
ciscomeeting://meet.rsyd.dk/invited.sf Psecret=U0D1CpxA1YIBabGW2ToRqw&id=305057638

r 2

2.4 Create more video meeting rooms
- Click on’Meet’ in the left panel
e ———

@ &

Anna Antonsen's video-rum
anna.antonsen@meet. rsyd.dk

Anna Antonsen

Click on ’Create Space’

Start or join a meeting

Give your meeting a name

Click on ’Create’

Create a new space

‘ Anna Antonsen mads|

Cancel
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3. Participate in your own video meeting room
You have several possibilities to participate in your own video meeting. They are
described in the following sections.

3.1 Participate via your video meeting room on meet.rsyd.dk
- Login to your video meeting room as described in §1.2 and §1.3
- In the left side of your screen, click on the video meeting room you
want to participate in (the meeting name will become blue)
- You can see who joined the meeting already, since their names will be visible
on your screen
- Click on’Join meeting’ in the right corner.

- End your meeting by clicking the red button.

006
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3.2 Participate via Jabber
4. It can be advantageous to use Cisco Jabber if you have it installed, as it will
deliver the best audio and video quality.

- Copy the address seen in your video meeting room

G © ¢

- Anna Antonsen
- Open Jabber
- Copy the address in the call bar and click on the green button to initiate the call
Cisco Jabber — (18 X

) QEngenyg

Go
O, anna.antonsenmde@meet.rsyd.dy Q e

If the meeting has a code, Jabber will prompt you for the code for participating
in the meeting.

- Click on the keyboard.

- Type your code, ending it with the # (hashtag) sign.

- End the meeting by clicking the red button.
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4.2 Participate via video system/conference equipment
- Turn the equipment on
- Use the name for the video meeting room as seen on the page for the
meeting room, which you want to use
- Type the name of the conference equipment and initiate the call (for instance
Anna.antonsen.mde@meet.rsyd.dk)

Anna Antonsen

5. Audio and video
- Click on the settings (cogwheel) icon in the bottom left corner.

- Click on the camera, microphone and speakers respectively to select the right
unit.

- Click on the settings icon again to close the menu down.

Integrated Camera (04f2:b448)

Microphone

Standard - Mikrofon {4~ Logitech v

Speakers

Standard - Hgjtaler/Hovedtelefon v

Or

- Click on the three dots in the top right corner
- Test the right settings for the microphone, speakers and camera.

£ Invite =0 Join meeting @

10
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6. Erase your video meeting room

Click on the pen

¢« > c

@ https;//meet.rsyd.dk/?lang=en-US

G o -

Anna Antonsen mg

anna.antonsen.mde@meet.rsyd.dk

Click on 'Delete space’
Confirm by clicking 'Delete’

Delete Space

A you SUre you watit 9 dolata the spaca?

Cance!

11
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7. Own notes
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